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Purpose of this Manual
This ELMS Administrators Manual is written to guide staff with these ELMS roles:

e ELMS Administrators

e ECEAP Directors

e Subcontractor Contact/Managers

e Site Contact/Managers
ELMS Administrators have access to all parts of ELMS described in this manual. ECEAP Directors have
access to all parts except some of the Admin tab functions. Subcontractor and Site Contact/Managers
have access to the parts within their job role.

Browser Requirements
We recommend that you upgrade your browser to the latest version. ELMS is built to support:
e Microsoft Internet Explorer 9 or higher
e The most current version of Mozilla Firefox
e Apple Safari 4.0 or higher, and
e The most current version of Google Chrome

If you are having difficulty viewing ELMS, request that your local IT support checks the following:
e InInternet Explorer, do not use Compatibility View.
e Make sure your firewall and any proxy servers allow traffic from https://apps.del.wa.gov.
e Make sure your browser’s client-side Javascript is enabled to fully function.

ELMS Training Materials

The most recent version of this manual, and other ELMS training materials, are available at
www.del.wa.gov/publications/eceap/default.aspx.
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Definitions
“DEL” means the Washington State Department of Early Learning, which manages ECEAP contracts.

“ECEAP” means the Washington State Early Childhood Education and Assistance Program.

“ELMS” means the Early Learning Management System, the data system for ECEAP for which this
document is the administrator’s manual.

“Contractor” or “ECEAP Contractor” means an organization that contracts directly with DEL to provide
ECEAP services to children and families.

“Subcontractor” means an organization that contracts with an ECEAP Contractor to provide ECEAP
services to children and families. All subcontractors are associated with contractors. Some contractors
do not have subcontractors.

“Site” means a location at which there are ECEAP classes. Sites which are associated directly with a
contractor rather than being associated to a subcontractor are called “Direct Service Sites.” All sites are

associated with either a contractor or a subcontractor.

“Class” means an ECEAP supported class of children. It is not the classroom, as a classroom may be split
into multiple classes such as “AM and PM” or “MWF and TTh”. All classes are associated with a site.

“Part Day” means a minimum of 2.5 hours per ECEAP class session, with a minimum of 320 classroom
hours and minimum of 30 weeks per year.

“Full School Day” means 5.5 to 6.5 ECEAP hours per day, at least 4 days per week during the school year,
with a minimum of 1,000 classroom hours per year.

“Extended Day” means 10 or more ECEAP hours per day, 5 days per week, year round.
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ELMS ECEAP Data Entry - Minimum Requirements

Child tab
By October o In ELMS, enroll children in classes for all funded slots, including known children with
15 future class start dates.

e Exception: For ECEAP classes that share classrooms with Migrant/Seasonal
Head Start, Contractors must complete ELMS enrollments by October 30.
o Enter children’s actual class start dates on the Bulk Updates or class Monthly Report

page

o Exit all children who are not attending

After October
15, within
five
business
days of each
child’s start in
class.

o Enter each child’s prescreen and application and attach the child to a class.

After October
15, within
five
business
days of each
child’s last
day in class.

o In ELMS, exit all children who were enrolled but are not attending.

After child
starts class

o Enter children’s actual class start dates on the Bulk Updates or class Monthly Report

page
Child and Medical Status Chronic health condition — must answer yes or no.
Family Updates, Additional fields are required if yes.
By the 7" of Medical coverage — select type of coverage
each month

(Sept.-July)

Edit these in At
Time of
Application
section, if they
occurred before
the parent
signed the
child’s
application.

If they happened
after the parent
signed the
child’s
application,

Medical home — must answer yes or no.
Additional fields are optional.

Well-child exam —

=  Enter exam date

=  When a copy of exam results are received,
check the related box.

= |f further evaluation or treatment needed,
additional fields are required.

Immunization status — select correct status and
date.

It is optional to record your follow-up notes on this
page.

Dental Status

Dental coverage — select type of coverage

Dental home — must answer yes or no.
Additional fields are optional.

Dental screenings —
= Enter screening date
=  When a copy of screening results is received,
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enter in Updates
section.

check the related box.
= |f further evaluation or treatment needed,
additional fields are required.

o Itis optional to record your follow-up notes on this
page.

Health o Vision screening — Select where screening
Screening occurred, date and results. If Fail selected,
additional fields are required.

o Hearing screening — Select where screening
occurred, date and results. If Fail selected,
additional fields are required.

o Height and Weight — Select where screening
occurred, enter date and measurements.

o Check if referral is needed, in your opinion. If yes,
additional fields are required.

o Itis optional to record your follow-up notes on this
page.

Child o Developmental screening —enter date and result.
Development If child is not at age-level, additional fields are
required.

o |EP information, if applicable
=  Start date (and end date when applicable)
= Disability categories
= School district that issued the IEP

o Child transportation — select how child is usually
transported to ECEAP.

o Mental health consultation — must answer yes or
no.

o Parent-teacher conference — enter dates, length
and topics of formal conferences.

o Itis optional to record other contacts here, or to
use the notes and follow-up fields.

Family o Family support notes — enter dates, length and
topics of formal visits.

o Itis optional to record other contacts here, or to
use the notes and follow-up fields.

o Family questions — must answer yes or no for
each question at time of child’s exit. See below.

o

At exit

Exit
Questionnaire

o Select reason for exit and, unless the reason is “never attended”,
enter the last date child attended class in person.

o If child attended 30 or more calendar days this school year, click
the “Required” link to update their Child & Family Updates.
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Locations and Classes tab

By Sept 15
of each year

Contractor Info o Complete all fields with red marks.

Staff o Must select the ECEAP director. A maximum of
two directors may be selected.

Service Areas | o Must select yes or no to whether you are the
only provider in one or more counties or school
districts.
= |fyes, select which counties/school

districts.
= |f no for both, must describe other service
area boundaries.
Subcontractor |Info o Complete all fields with red marks.

o ECEAP Services — Must answer yes or no to all
four statements.

Staff o Select one contact person who works for the
subcontractor.

Funding and o Enter Funded ECEAP Slots and Funds Per Slot.

Slots o Other fields are optional

Site Info o Complete all fields with red marks.

o Enter Curricula used at this site.

o Enter Developmental Screening tools used at
this site.

Staff o Must check box for one emergency contact
who works at the site.

Slots o Contractor or subcontractor must enter Funded
ECEAP Slots.

Recruitment o Answer all five questions.

o

Class Info o Complete all fields with red marks.

o Enter a weekly schedule.

o Enter an alternating schedule, if applicable.

Staff, Slots and | ©  Ensure correct lead and assistant teachers are

Ratio listed.

o Mark the positions for which you have staff
present for all ECEAP hours (such as lead and
assistant teacher).

o Plan for Reserving Slots — enter number of slots

for each category. Enter “0” if none.

ECEAP ELMS Administrator’s Manual




Monthly Report

Between the |Classes o Enter actual number of class days for the report month.

1" and 15" o Enter actual class start dates for children that had their first day
of each in class during the report month.

month - o Enter the numbers of non-ECEAP children enrolled on last day
except for of the report month.

{une which | sjtes o Review class monthly reports.

is between o Confirm whether correct staff are listed for the report month.
the last day ; .

of class and Contractor o Review site monthly reports.

July 10 o Check all activities that occurred during the report month.

y ’ o By October 15, complete the form within the September ELMS
Monthly Report to request to use ECEAP funds as federal match, if
applicable.

Last month |Classes o Exit all children. You may begin this one week before the last
with classes day of class.
Admin tab
By September | o Customize priority points for risk factors, if desired.
15
ELMS News

When you log in to ELMS, you see the ELMS News page. Please review new items on this page for
current ELMS tips and important information about ELMS changes or glitches, due dates, and training.

ELMS

Child

Early Learning Management System

Head Start Staff Admin

Maonthly Report

]
o
=]
=]
i

Locations & Classes

News

ELMS News

Are Some ELMS Buttons Looking Broken? 1/27/18

Ifyou are in ELMS and the formerly blue buttons just look like narmal print, press Ctrl + FS while on any page in ELMS. If
This is needed once anly, because of an ELMS update to the style sheeton 1/27.
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Navigation

ELMS has tabs at the top of every page for the major ELMS modules. You see the tabs that apply to your
ELMS role. For example, teachers see the News, Child, Locations & Classes, Monthly Report, and
Reports tabs. You can navigate between the main sections of ELMS by clicking on these tabs.

ELMS Early Learning Management System
< News Child Locations & Classes Head Start Staff Monthly Report Admin D

Child Search | Prescreen | Wwaiing List TANSTEr g EXT Chnd Swap Enrolled Children Bulk Update | RequestRecords Transfer

Some sections have submenu links underneath the main tabs. For example, the Child tab has Child
Search, Prescreen, Application, Waiting List, Transfer Child, Exit Child, Bulk Update, and Request Records
Transfer.

ELMS Early Learning Management System

MNews Child Locations & Classes ad Start Siaff Monthly Beport Admin Reparts

Prescreen | Waiting List | Transfer Child | ExitChild Swap Enrolled Children Bulk Update | RequestRecords Transfer

< Child Search

>

You can also use breadcrumbs to navigate in ELMS. These are at the top of each page on the left. They
tell you how you got to your current location in ELMS. Clicking on a blue link returns you to an earlier

page.
Child = Prescreen » Child Info

In the Locations and Classes tab, you can also navigate by clicking on earlier steps in the directory tree
near the top of the page.

Aberdeen School District

l— A.J. West Elementary
L Mona AM

Some buttons open popups in ELMS for you to enter data. Examples are:

| Class Uses Alternating Schedule |
[ Change Status ]

[ Edit Curricula ]

Other buttons help you complete a page, such as:

[ Save ][ Cancel ]

You can also move through a page using the Tab key on your keyboard.
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Selecting the School Year

e ELMS will always open in the current school year.

e Between April 1 and June 30, you may view or enter data for both this year and next
year. To do this, you must change the year using the drop-down menu in the upper
right corner.

e OnlJuly 1, ELMS begins opening on the new school year.

e After July 1, if you want to view or enter data for the past school year, you must change
the year using the drop-down menu in the upper right corner.

e ELMS will stay in the year you selected as you move through screens.

e |IMPORTANT: Always check the year at the top of the ELMS screen before entering data
in ELMS. This is especially important between April 1 and June 30 when you are likely to
be working back-and-forth in two years.

Child Search Prescreen Waiting List Transfer Child Exit Child Swap Enrolled Children Bulk Update Request Records Transfer

Child » Child Search

. Select School Year: | 2015-2016 v
Child Search _

cun| 20122013
2013-2014
2014-2015

_ 20152018/

Il T~ —

Child Transfers

See the ELMS Eligibility and Enrollment Manual for more information about child transfers.

Transfers between sites

Staff at one of your sites cannot see a child whose ELMS record was started at another site. If a child will
be enrolling at a different site than originally intended, the ELMS Administrator can put the child on the
new site’s waiting list. Here’s how:

e If the child is not yet in a class in ELMS, just add them to the new site’s waiting list.

e If the child is currently enrolled but has not yet attended class, or if the new class has not
yet begun, exit them as never attended and put them on the Waiting List for the new site
during the exit process.

e If the child has attended class at the old site, and the new class has begun, transfer the child
to the new class.

Once you have completed the correct step, staff at the new site can view the child’s ELMS record.
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Transfer Between Contractors
To request the transfer of a child from another contractor, follow these steps:
e Obtain a parent signature on the Consent to Transfer form. Retain this form.
¢ Next an ELMS Administrator clicks the Request Records Transfer link on the Child tab.

o Complete the request with child name and birth date, parent who signed the consent
form, date signed, and name of staff who obtained the parent signature. This parent
signature is required for DEL to process the transfer. Contact elms@del.wa.gov if you
believe you have a situation that prohibits signature.

o Select which waiting list(s) the child should end up on.

o Click the blue Request Transfer button at the bottom.

e DEL will notify you when the child record is ready for you, usually within two business days.

News < Child )Lccaticne & Classes Head Start Staff Monthly Repart Admin Reports
Child Search Prescreen Waiting List Transfer Child Exit Child Swap Enrolled Children Bulk Upcla@ Request Recards Transfer

Child » Request Records Transfer

Select School Year: | 2015-2016 v
Current School Year

0 = You have unsaved changes on this page. (show changes)

Request Records Transfer

Request a Transfer of a child from one ECEAP Cantractor to another.

Contractor (transfer to): ESD 121 - Puget Sound ESD v
Child's Legal First Name: I

Child's Middle Name

(optional):

Child's Legal Last Name: I

Child Nickname:

Child Birth Date: I f—
Parent signed permission form to transfer ELMS records between ECEAF contractors? (@) Yes QNe
Parent Consent to Transfer ELMS Records

Parent signature required? @ Yes 0 No

Parent Name: I
Date of Verification: I .
Staff who obtained parent signature: I

Add child to waiting list for site(s):

pum—
Request Transfer @

If you receive an email from elms@del.wa.gov that a child’s record has been requested by another
ECEAP contractor, please respond quickly — especially if you don’t believe the child is transferring. To
prepare for the transfer, complete an exit or any other data entry in ELMS.
e DEL will move the child to the new contractor if they are not enrolled in a class, or if the
requestor has parent consent and two days have passed since we notified you.
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Locations and Classes

When you click on the Locations and Classes tab, you see the list of locations you can access in ELMS:
o Contractor-level ELMS users will see the Contractor, Subcontractor, Site, and Class buttons.

o Subcontractor ELMS users will only see the Subcontractor, Site and Class buttons.

o Site-level users will see the Site and Class buttons.

Locations & Classes Landing Page

'
Locations & Clas@
— Select School Year: |2015-2016 ¥

W Subcontractor | Site | Class \'I Current School Year

56 records found | Search For: | Search Advanced Search

O show Inactive + New Contractor

4 £ A A
Contractor Name Diractar Name #of Status
Funded
ECEAP
Slots

— —

g?;:ititeen School Cyndy Mitby 196 Activ@&lhcontractnrs 11 Sites Staff Slots Se@

Locations & Classes Detail Pages

Once you have clicked a link on the landing page, it opens a detail
are available there as tabs.

e. The links from the landing page

Locations & Classes » Contracter Info

Select School Year: |2015-2016 *
Current School Year

Aberdeen School District
/

<~ Info H Subcontractors H Sites H Staft H Slots H Service Areas ]
\

Contractor Information
Organization 1D: 2

Legal Name: Aberdeen School District

Alternate Name: Acranym:

Website:
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There are “bread crumbs” and a navigation “tree” at the top of the detail pages, which indicate where
you are in ELMS. You can click on them to navigate backwards. Your current location is bolded.

Locations & Classes » Class Info

Aberdeen School District
I— Cosmopolis School District
|— Cosmopolis School District

L christine am &

Select School Year: | 2015-2016 v
Current Schaool Year

{ Info ” Class Roster H Staff, Slots & Ratio ]

ECEAP ELMS Administrator’s Manual
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Updating Contractor Information
These actions can only be completed by an ELMS Administrator or ECEAP Director.

Contractor Info

From the main Contractor page select the Info link. On the Info page, enter or update the name,
address, and phone numbers of your organization. The DEL Specialist/Contract Manager and Contractor
Status sections are managed by DEL.

MNews Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Locations & Classes # Contractor Info

Select School Year: | 2015-2016
Aberdeen School District Current School Year

Infa H Subcontractors H Sites H Staff H Slots I SEMViCe Areas

Contractor Information

Organization 10 2

Legal Name: Aberdeen School District

Alternate Name: Arronym:

Website:

Phone Number: (360) 538-2191

Organization Type: School District X v
Location

Physical Address

Address: | 1313 Pacific Ave

City: |Aberdeen State Zip: | 98520

Mailing Address (if different)
Address:

City: State| ywa v Zip:

Linking Infermation

[ ECEAP Contracter is also a2 Head Start Grantee

DEL Specialist/Contract Manager

DEL Specialist: | Peggy Brown X v
Email Address: | peggy.bmwn@del.wa.gov Phone Mumber; | (360) 810-0003
Contractor Status

Current Status: Active View Status History Change Status
m Cancel
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Contractor Subcontractors

To see this page:
o Select the Subcontractors button on the main Locations and Classes tab, or
o Select the Subcontractors link on the Contractor page, or
o Select the Subcontractors tab from a Contractor detail page.

News Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Locations & Classes » Contractor Subcontractors

Select School Year: | 2015-2016 ¥

Aberdeen School District Current School Year
Info ” Subcontractors ” Sites H Staff H Slots H 3envice Areas
(O Show Inactive + New Subcontractor
A) &) A A
Subcontractor Name Contractor Mame #of Status
Funded
ECEAP
Slots
Cosmopelis Schoeol District Aberdeen School District 4 Active Info 1 Sites  Staff Funding & Slots
Elma School District Aberdeen Scheol District 168 Active Info 1 Sites  Staff Funding & Slots
Hoguiam School District Aberdeen School District 28 Active Info 1 Sites  Staff Funding & Slots
McCleary School District Aberdeen School District (-] Active Info 1 Sites  Staff Funding & Slots
Montesane School District Aberdeen School District ] Active Info 1 Sites  Staff Funding & Slots
Morth Beach School District Aberdeen School District 12 Active Info 1 Sites  Staff Funding & Slots
Ocosta School District Aberdeen School District 17 Active Info 1 Sites  Staff Funding & Slots
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Contractor Sites
To see this page:

o Select the Sites button on the main Locations and Classes tab, or

o Select the Sites link on the Contractor page, or

o Select the Sites tab from a Contractor detail page.

Locations & Classes Head Start

News Child Staff Monthly Report Admin Reports
Locations & Classes = Contractor Sites
Select School Year: | 2015-2016 ¥
Aberdeen School District Current School Year
Info H Subcontractors ” Sites H Staff H Slots H Senvice Areas
O show Inactive + New Site
A) A A) A)
Site Mame Subcontractor Name Status
Funded
ECEAP

A, West Elementary Direct Service Site 18 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment
Cosmopolis School District ~ SoarroPols Sehool 4 Acive  Info  1Classes  Staf  Slots  OonWaiingList  Recruitment
Elma School District Elma School District 18 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment
Hopkins Direct Senvice Site 33 Active Info 4 Classes Staff Slots 0 on Waiting List Recruitment
Hoguiam - Lincoln School Hoguiam School District 28  Active Info & Classes Staff Slots 1 on Waiting List Recruitment
McCleary School District MeCleary Schoal & Acive  Info  1Classes  Sta  Siots  OonWaiingList  Recruitment
Montesano School District E'Iic;{lrti::tsano School S Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment
Ocean Shores Elementary Morth Beach School . T i -

Sehool District 12 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment
Ocosta School District Ocosta Scheol District 17 Active Info 2 Classes Staff Slots 1 on Waiting List Recruitment
gfm Gray Blementary  pyc ot senyice Site 17 Active  Info  2Classes  Staff  Siots  DonWaiingList  Recruitment
Stevens Elementary School  Direct Service Site 3 Active Info 4 Classes Staff Slots 0 on Waiting List Recruitment
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Contractor Staff
From the main Contractor page, select the Staff link or from a Contractor detail page select the Staff
tab. Staff already entered in ELMS and assigned to a Program Wide (Contractor) level role will appear on
this page. Family Support staff names are displayed in a list at the bottom of this page; even though they
are displayed here at the Contractor level, they only see the children they are assigned when each child
enrolls.
e To edit existing staff, click Edit in the Action column to the right of their name.
o To add staff in either list, click on the corresponding + New Staff button. See the Staff section of
this manual. You may also add staff from the main Staff tab of ELMS and they will appear on this
list.

MNews Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Locations & Classes » Contractor Staff

Select School Year: |2015-2016 ¥
Aberdeen School District Current School Year

Info H Subcontractors H Sitess H Staff H Siots H Senvice Areas

Management Staff

-
hovsar B

Select ECEAP Director(s)

A 4 4 &) &)
MName Select ELMS Roles Phone Number Email Address
Director(s)
Eligibility/Enrcliment Staff, Family Support Staff, Health Edit
Advocate -
Eligibility/Enrcliment Staff, Family Support Staff, Health Edit
Advocate -
Eligibility/Enrcliment Staff, Family Support Staff, Health Edit
Advocate -
Eligibility/Enrcliment Staff, Family Support Staff, Health Ediit
Advotate -
Eligibility/Enrcliment Staff, Familty Support Staff, Health Edit
Advocate -

Eligibility/Enrcliment Staff, Family Support Staff, Health

ELIS ECEAP Admiitatr (] =

Advocate Edit
(=] ECEAR Director, ELMS ECEAP Administrator Edit
Eligibility/Enrcliment Staff, Familty Support Staff, Health

Edit

Advocate

Family Support Staff - Staff members who work directly with families

’

MName ELMS Roles

Molly Leithold Eligibility/Enrcliment Staff, Family Support Staff, Health Advocate Edit
Teni Wiliams Eligibility/Enrcliment Staff, Familty Suppert Staff, Health Advocate Edit
Diane Lee Eligibility/Enrcliment Staff, Family Support Staff, Health Advocate Edit
Sara Cavin Eligibility/Enrcliment Staff, Family Support Staff, Health Advocate Edit
Shirley Curtis Eligibility/Enrcliment Staff, Familty Support Staff, Health Advocate Edit
Katelyn Morris Eligibility/Enrcliment Staff, Family Support Staff, Health Advocate Edit
Christy Zelepuza Eligibility/Enrcliment Staff, Familty Support Staff, Health Advocate Edit

ECEAP ELMS Administrator’s Manual 17



Contractor Slots
From the main Contractor page select the Slots link or from a Contractor detail page select the Slots tab.

The upper section of this page is entered by DEL staff and shows your allotted slots and over-income
limits.

The lower section shows how your slots are distributed to subcontractors (if any), sites, and classes. This
overview is for your convenience while assigning slots to subcontractors, sites or classes.
o You can select Filter by to view this section for just Part Day, Full School Day, or Extended Day
slots, or you can view all of your slots at once.
o These tables can be expanded and collapsed for convenience, by clicking the + or - signs.
If a number has an orange highlight, there are slots available that haven’t yet been assigned.
o The slot numbers are also links to the pages where you enter slot counts.

O

A

MNews Child Locations & Classes H

@
i+
fiet
[}

Start Staff Monthly Report Adrmin Reports

Locations & Classes » Contractor Slots

Select School Year: | 2015-2016 ¥

Aberdeen School District Current School Year
Info | Subcontractors Sites Staff ” Slots ] SEMVICE Areas
Funding Model Funded ECEAP Slots
Part Day 196
Full School Day 0
Extended Day 0
Total Funded ECEAP Slots 196
Maximum Percent of Cver-Income 10% Maximum Mumber of Cver-Income Slots 20
Slots: ‘When Fully Enrolled:

| CEN | Cancel

ECEAP Slot Distributions

Total Slots Assigned: Total: 196 slots Site: 196 slots Class: 196 slots
—’
<~\ﬂnir_bLAll Funding Models Fart Day Full School Day Exended I:) Expand All  Collapse Al
-/ Subcontractors Subcontractor: 0 slots Site: 92 slots Class: 92 slots
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Service Areas

From the main Contractor page select the Service Area link or from a Contractor detail page select the Service
Area tab. This is where you review and update your service boundaries and relationships to Head Start and
ECEAP neighbors. The purpose of this section is to help coordinate between programs and support the goal of
enrolling as many eligible children as possible.

To add a new neighboring or overlapping Head Start grantee or ECEAP contractor, click on the + New
Neighbor button.

Locations & Classes » Contractor Service Areas

Select School Year: | 2015-2016 ¥
Aberdeen School District Current School Year

Info Subcontractors

I Sites

I Staff H Slots H Service Areas ]

Neighboring/Overlapping ECEAP or Head Start Providers
™
+ New Neighbor ’)

A
MName Programs
ESD 113 - Sound to Harbor HS/ECEAP ECEAP, Head Start
Lake Quinault School District ECEAP
CQuinault Indian Maticn American IndiandAlaska Mative Early Head Start Home Based, American Indian/tlaska Mative Head Start

Description of Service Area Boundaries

This will open a popup with a list of all ECEAP contractors and Head Start grantees in the state.
Check the boxes for your neighboring programs and click Save at the bottom of the page.

Add Neighbor/Overlapping Provider for Aberdeen School District

Select neighber(s) from the list below, then press Save. If the neighber is not listed, please contact DEL to have them added.

] ]
i Q Mame Programs
!% Bellevue School District ECEAP
D Benton Franklin Head Start Early Head Start Home Based, Head Start
(@] Bright Beginnings for Kittitas County Early Head Start Center Based, Early Head Start Home Based, ECEAP, Head Start
D Cathelic Famity and Child Services ECEAP
D Central “Valley School District ECEAP
D Centralia College ECEAP
0 Chelan Dougias Chid Services Esrly Head Start Center Based, Early Head Start Home Based, EGEAP, Head Start
0

Children's Home Society of Washington  Early Head Start Center Based, Early Head Start Home Based, ECEAP, Head Start

Cite nf Seattle ErFAR

Cancel
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At the bottom of the Service Areas page, complete the Description of Service Area Boundaries.
e For question #1, select YES only if you are the sole ECEAP or Head Start provider in one or more
counties. This will open a drop box for you to choose the counties where you are the only
provider.

e For question #2, select YES only if you are the sole ECEAP or Head Start provider in one or more
school districts. This is only for school districts that are not part of counties selected in question
#1. This will open a drop box for you to choose the school districts where you are the only
provider.

e Question #3 is to describe any additional service area boundaries outside of counties selected in
qguestion #1 and school districts selected in question #2. Question #3 must be answered if you
answered no to questions #1 and #2, or if you have additional service areas outside of those
counties or school districts.

Be sure to click Save when you are done.

Locations & Classes » Contractor Service Areas
Select School Year: | 2015-2016 ¥
Aberdeen School District Current School Year

Info || Subcontractors || Sites || Staff || Slots ” ServioeAreas]

Neighbeoring/Overlapping ECEAP or Head Start Providers

+ New Meighbor
A A)
Mame Programs
ESD 112 - Sound to Harbor HS/ECEAP ECEAP, Head Start
Lake Quinault School District ECEAP
Quinault Indian Nation American Indian/Alaska Mative Early Head Start Home Based, American Indian/alaska Mative Head Start

,. - - %
¢ Description of Service Area Boundaries D
1. Are you ; —vart, ripal Head Start, or migrant'seasonal Head Start pregram cperating in one or more n&untic—s?o Yes @ Mo

2. Are you the OMLY ECEAP, Head Start, tribal Head Start, or migrant/seasonal Head Start program operating in one or more school districts, not included in a
county selected in guestion #17 D ‘fes @ Mo
3. Describe any other service area boundaries for your ECEAR program, outside of any counties or school districts selected in questions #1 and #2:

E - e [;]I: = == = m =|| vormal - || Font - || see -

Example text

Characters (including HTML): 18 [Limit: 2000}, Words: 2

ED -
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Adding a Subcontractor

Skip this section if you do not have Subcontractors.
These actions can only be completed by an ELMS Contractor Administrator or ECEAP Director.

If you work with subcontractors to provide direct ECEAP services, you must enter the subcontractor
information first before you can add sites and classes.

To add a new subcontractor, open the Locations & Class tab, click the Subcontractor button, then click
the + New Subcontractor button.

Locations & Classes

Select School Year: | 2015-2016 ¥
Contractor @ Site l Class Current School Year

124 records found | Search For: | Search Advanced Search

O show Inactive

‘ + New Subcontractor

& & & &
Subcontractor Name Contractor Name #of Status
Funded
ECEAP
Slots
Arlington School District Snochomish County 53 Active Info 1 Sites Staff Funding & Slots

This generates a popup window where you enter the subcontractor name and the date the
subcontractor was first staffed for ECEAP.

AN T I N AN SN

I Add Mew Subcontractor

For School Year: 2018-2018

Contractor; | =

Subcontractor Mame: |

H Date First Staffed for ECEAP: |

6l

Ea -

Click Save to continue to the Subcontractor Info page which is explained below.
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Updating Subcontractor Information

Skip this section if you do not have Subcontractors.
These actions can only be completed by an ELMS Contractor Administrator or ECEAP Director.

Each year, by September 15, you must review and update your subcontractor information. To begin,
select the Subcontractor button from the Locations & Classes tab. You will see a list of your active
subcontractors. Check the Show Inactive box if you’d like to see inactive subcontractors.

To review and update pages, click on the links to the right of the subcontractor name.

Locations & Classes

Contractor @ Site | Chss

Select School Year: | 2015-2016 ¥
Current School Year

124 records found | Search For:

O show Inactive

Search

Advanced Search

Subcontractor Name Contractor Name #of Status
Funded
ECEAP
Slots
= e ——
Arlington School District Snohomish County 53 Active Info 1 Sites Staff Funding & Slots
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Subcontractor Info

From the main Locations and Class page, select the Subcontractor button and then select the Info link.
e Update the contact information at the top of the page.

e |nthe ECEAP Services section, check which ECEAP services are provided by this Subcontractor.

e Click Save.

Locations & Classes » Subcontractor Info

Snohomish County

|—)‘-\rlingtn:m School District

Info “ Sites | Staff || Funding & Siots

Select School Year: | 2015-2016
Current School Year

Subcontractor Information

Organizaticn 1D: 42

Legal Name:
Alternate MName: APPLE Preschool
Physical Address

Address: | 1216 E 5th St
City: | Arlington

Mailing Address (if diffe
Address:
City:

Website:

Phone Mumber:

(360) 618-6434

ECEAP Services

Subcontractor recruits and enrclis families:

Subcontractor provides ECEAP health services:

Subcontractor Status

Current Status: Active

ED o

| Arlington School District

Subcontractor provides ECEAP preschool education:
Subcontractor provides ECEAP family support services:

@ ves
® ves
@ ves
® ves

Acronym:

Mo
Mo
Mo
Mo

0000

State Zip: | 08223
State| ywa B Zip:

View Status History

Inactivate a Subcontractor

If you will not use a subcontractor for the selected school year, click the Change Status button at the
bottom of the Subcontractor Information page. You cannot inactivate a subcontractor if there are

children enrolled in associated sites and classes for that school year.

ECEAP ELMS Administrator’s Manual
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Subcontractor Sites

To see this page:
o Select the Sites button on the main Locations and Classes tab, or
o Select the Sites link on the main Subcontractor page, or
o Select the Sites tab from a Subcontractor detail page.

Locations & Classes » Subcontractor Sites

Select School Year: | 2015-2016 ¥

Snohomish County Current School Year

L Arlington School District

Info H Sites H Staff H Funding & Slots

0O show Inactive

Aj &) &)
Site Name #of Status
Funded
ECEAP
Slots
Arlington 3D 53 Active Info 3 Classes Staff Slots 2 on Waiting List Recruitment

Subcontractor Staff
From the main Subcontractor page select the Staff link or from a Subcontractor detail page select the
Staff tab. Subcontractor management staff already entered in ELMS will appear on this page.

e To edit existing staff, click Edit in the Action column to the right of their name.

e To add staff, click on the + New Staff button. You may also add Subcontractor management staff
from the main Staff tab of ELMS and they will appear on this list. See the Staff section of this
manual for details.

e You must select one primary on-site contact. This is the person who can be reached on site in
case of an emergency.

Info H Sites ” Staff H Funding & Slots

Management Staff

Select Primary On-Site Contact

4 A A A 4
Mame Select ELMS Roles Phaone Number Email Address
Contact
0 ECEAP ContactManager - Edit
ECEAP Contact/Manager, Eligibility/Enroliment -
Staff, Health Advocate B
O Eligibility/Enroliment Staff, Health Advocate Edit
ontact/Manager d
] ECEAP Contact/M Edit
0 ECEAP Contact/™anager, Eligibility/Enrollment Edit
Staff, Health Advocate .
@) ECEAP Contact/Manager, Eligibility/Enroliment _ Edit
Staff, Health Advocate .
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Subcontractor Funding and Slots

To see this page:
o From the main Subcontractor page select the Funding & Slots link or
o From a Subcontractor detail page select the Funding & Slots tab.

For every subcontractor, enter the number of slots for each of the three ECEAP models: Part Day, Full
School Day and Extended Day. Enter zero (0) if you do not have that model.

o Enter the funds per slot the contractor gives the subcontractor for each ECEAP model.

o The over-income limit fields are optional.

MNews Child Locations & Classes Head Start Staff Monthly Report Admin Reports
Locations & Classes = Subcontractor Funding & Slots

Snohomish County

L Arlington School District

Select School Year: | 2015-2016 ¥
Current School Year

[ nfo || sites || steff_|{ Funding & Siots |
.
e

Funding
Model

Part Day 53
Full Scheel o

Funded ECEAP Slots Funds Per Slot
5100

Day
Extended | 0
Day
. Totals 53
Maximum Percent of Over-Income Maximum Mumber of Over-Income Slots
Slots: When Fully Enrclled:

Cancel

Whenever you need to add slots in ELMS, use the following order:
1. Contractor slots, added by DEL.
2. Subcontractor slots, if any, assigned by the Contractor
3. Site slots assigned by the Subcontractor, if any, or otherwise assigned by the Contractor.
4. Class “Plan for Reserving Slots”

If you enter more slots than available, you will receive a red error message such as this:

= You cannot assign more than 30 Extended Day slots to this subcontractor. You must free up slots from other
0 subcontractors and sites before you can add more slots to this Subcontractor.

= You have unsaved changes on this page. (show changes)

ECEAP ELMS Administrator’s Manual
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Adding a Site

This action can only be completed by an ELMS Contractor Administrator, ECEAP Director, or
Subcontractor Contact/Manager.

1. The first step in adding a new site is to email a Site Approval Form to your DEL ECEAP Specialist.
Once the new site has been approved, you may enter the site information in ELMS.

2. To add a new site to ELMS, open the Locations & Class tab, click the Site button.

Locations & Classes

Select School Year: | 2015-2016 ¥
Contracter Subwntrad:to’ Class Current School Year
| ——
353 records found | Search For: | | | Advanced Search

O show Inactive + New Site >
A &) A A) TTee—
Site Name Subcontractor Mame #of Status
Funded
ECEAP
Slots
A West Elementary Direct Service Site 18 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment |

3. Thenclick the + New Site button. This generates an Add New Site popup window. Answer each
guestion, starting from the top of the page.

Add New Site q

For School Year: 2015-2016

|5 this & subcontracted site? O es O Ne

Contractor: v |

|s there & licensed child care at the same address? QO ves Qe

Does the same organization hold the child care license and pay the ECEAP teachd_)?
Site Name: |

Effective date of first ECEAP ==
contract with DEL covering
this site:

4. Answer Yes to “Is this a subcontracted site?” only if this site is run by an organization that reports to
another organization, rather than to DEL. At subcontracted sites, teaching staff are usually paid by

the subcontractor. At “direct service sites” teaching staff are paid by the contractor that works
directly with DEL.

5. If the site has licensed child care, see the next page for details. Otherwise, enter the Site Name.
6. Enter the date this site was first staffed for ECEAP.
7. Click Save to continue to the Site Info page which is explained below.
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New Sites with Licensed Child Care

In the Add New Site popup, you must determine if the site also has licensed child care and if this child

care is run by the same organization that runs ECEAP at this site.

e If you say Yes to both questions, it means that the ECEAP and child care should be rated

together as one entity for Early Achievers.

e Select the correct child care name from this list.

Always mark Yes to both questions if ECEAP and child care children are in the same class.
If you answer yes to both licensed child care questions a Provider ID box will open.

Enter the Licensed Provider ID or the name of the licensed child care, and click Search.
Then, click on Select an Option see the search results.

It is very important that this part of ELMS is very accurate. Please contact elms@del.wa.gov if you have

questions.

LW AR P S P P L

Add New Site

For School Year:

Contractor:

2015-2016

|5 this a subcontracted site? O es G Mo

Is there a licensed child care at the same address? @® "es Q Ne

Dioes the same crganization hold the child care license and pay the ECEAP teachdB)? 185 Q Mo

Enter a provider ID or provider name, then click Search. You must select an
option from the list returned by the Search.

Prowvider Id:
Provider Mame:

Provider Status:

Search

WUNDERLAND CHILDCARE CTR #2

| YMCA SUMMER DAY
Site Name: |
| YMCA SKYVIEW

Effective date of first ECEAP | THORNTON JAME E
contract with DEL covering

this site: 1 SALULS FANNIE LOUISE
CREATIVE LEARNING CENTER
Cancel BALL LYNETTE

ECEAP ELMS Administrator’s Manual

27


mailto:elms@del.wa.gov

Updating Site Information

These actions can be completed by an ELMS Administrator, ECEAP Director, Subcontractor
Contact/Manager or Site Contact/Manager.

Each year, by September 15, you must review and update your site information. To begin, select the Site
button from the Locations & Classes tab. You will see a list of your active sites. Check the Show Inactive

box if you'd like to see inactive sites.

To review and update pages, click on the links to the right of the site name.

Locations & Classes
Select School Year: | 2015-2016 ¥

| Contractor | Subcontract Class | Current School Year

383 records found | Search For: | | | Advanced Search

O show Inactive

Al 4 4 Al
Site Name Subcontractor Mame #of Status
Funded
ECEAP
Slots
A West Elementary Direct Service Site 18 Active Info 2 Classes Staff Slots 0 on Waiting List Recruitment
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Site Info

From the main Locations and Class page, select the Site button, and then select the Info link.
e Update the contact information at the top of the page.
e Answer the licensed child care questions.
e Complete the page in order, starting from the top.
e Click Save.

VWaiting List || Recruitment

Info | Cls;es || Staff || Siots |
>

Site Information

Organization 10: 161
Legal Name: | Bright Beginnings for Kittitas County

Alternate Mame:

Classes are held in a: | Head Start Facility X v Drescribe Cther:

Site operated by a tribal organization: O Vs @ Mo

Mame of Tribe or Tribal Organization; Describe Other:

Site provides wrap-around child care (extended day services) for ECEAP children: Q ves @ Ne
Primary Child Transport: Parents X v
Location

Physical Address

Address: 220 East Helena Ave

City: Ellensburg State: Wa Zip: 08026
Mailing Address (if different)

Address:

City: State: wa Zip:
Phone Number: | (509) 052-4200
Enroliment Email: Eﬂro?_lltr:\ent {509) 962-4200
School District: | Ellensburg School District X v ESD: ESD 105
State Legislative District: | 13th Legislative District X v County: Kittitas
Population Density: Large Rural Town

This screenshot is continued on next page...
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Site Info page (continued)

Site Linking and License Information

Early Achievers Information

o C actor als des Head Start services at this site
W] 'Oniracion aiso provides Nead ols 5 =

B envices shared wath: Bright Beginnings for Kittitas County = Bright Beginnings for Kittitas County-Ellensburg

*Note: Early Achizver's pathway has been created.

Child Care License Information

Is there a licensed child care at the same address? O Q Neo
Does the same organization hold the child care license and pay the ECEAP teachers? @ ves O
Enter a provider |D or provider name, then click Search. You must select an option from the list
returned by the Search.
Provider Id: 658955
Provider Mame: Bright Beginnings for Kittitas County
Provider Status: Open
Search
Remove Provider
Curricula
Creative Curriculum, | am Moving | am Leaming, Second Step, Talking About Touching, High Five Edit Curricula
Mathematize

Developmental Screenings

ASQ - Ages and Stages Cuestionnaire

Edi Developmental Screenings

Fire Marshal Inspection

Mo Inspecticns Found ...

DEL Approval of New Site Forms

Appraved By: Approved On: mm/ddiyyyy

Site Status

Current Status: Active Change Status

LEUCE | Cancel

Curricula
Click on the Edit Curricula button and follow instructions in the popup.

e Briefly describe you approach to preschool curriculum in the box provided.
e Select multi-domain curricula. These are curricula that address all developmental areas.
e Select Social-Emotional, Health & Safety, Language/Literacy, and Math curricula.

Check all that apply. Read the choices carefully and only select Other if your curricula are not listed.
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Site Developmental Screening

Click on the Edit Developmental Screening button and follow instructions in the popup.
e Inthe first group, only select multi-domain screening tools used for all children.
e Inthe second group, select tools used for all children who are English-language learners.
e Read the choices carefully and only select Other if your curricula are not listed.

Developmental screening occurs during the first 90 days from a child’s first day in class. The purpose is
to identify children who may need further evaluation for special services.

NOTE: Teaching Strategies GOLD ™ is an assessment and is not your developmental screening tool.

DEL Approval of New Site Forms
This section is completed by DEL staff.

Inactivate a Site

If you will not use this site for the selected school year, click the Change Status button at the bottom of
the Site Information page. You cannot inactivate a site if there are children enrolled in associated classes

for that school year.

ECEAP ELMS Administrator’s Manual
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Site Staff

From the main Site page select the Staff link or from a Site detail page select the Staff tab.

Management Staff for this site already entered in ELMS will appear on this page.

e To edit existing staff, click Edit in the Action column to the right of their name.

o To add management staff, click on the + New Staff button. You may also add Site management
staff from the main Staff tab of ELMS and they will appear on this list See the Staff section of
this manual for details.

e You must select one primary on-site contact. This is the person who can be reached on site in
case of an emergency. To do this, check the box next to their name.

Teaching Staff display on this page. Enter them on the Class Staff pages.

Locations & Classes » Site Staff

Select School Year: | 2015-2016 ¥

Bright Beginnings for Kittitas County e i Year

L Bright Beginnings for Kittitas County

Info Cl 5 Staff 5 I Waiting List H Recruitment

Management Staff
+ New Staff
Select Primary On-Site Contact
&) 4 &) A) A
MName Select ELMS Roles Phone Mumber Email Address
Contact
Teaching Staff
&) = ] A
Name ECEAF Roles Phone Number Email Address
Lead Teacher Edit
Assistant Teacher Edit

Site Health, Mental Health, and Nutrition Professionals

Al = A

ECEAF Roles Phone Number Email Address

Health Professional Edit
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Site Slots
From the main Site page, select the Slots link or from a Site detail page select the Slots tab.

On this page you add information on the number of slots for each of the three ECEAP models: Part Day,
Full School Day and Extended Day.

The number of classes already entered in ELMS for this site for this school year is displayed here.

Locations & Classes » Site Slots

Select School Year: | 2015-2016 ¥
Bright Beginnings for Kittitas County

I_ Current School Year
Bright Beginnings for Kittitas County

Info | Classes || ceﬁ ” Slots “ﬁnirg List || Recruitment |
S —

Funding Model Funded ECEAP Slots

Part Day 18

Full School Day 0

Extended Day 0

Total Funded ECEAP Slets 18

Mumber of Classes/Groups: 1

m Cancel

If you enter more slots than available, you will receive a red error message such as this:
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Site Waiting List

From the main Site page, select the Waiting List link or from a Site detail page select the Waiting List

tab.

All children on the waiting list for this site are displayed.

ELMS Contractor Administrators and Eligibility and Enrollment staff have the ability to enroll children or

remove them from the waiting list. For more information, see the Eligibility and Enrollment Manual.

News Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Locations & Classes » Site Waiting List

L Bright Beginnings for Kittitas County

Info H Classes H Staff H SID‘[Q[ Waiting List ]D?El:ru'rtment l

£ S g Kl V) Select School Year:  2015-2016 -
Bright Beginnings for Kittitas County

Switch to Bulk Enroliment

Sort By: First Name Last Name Priority Points Funding Model Sort Directicn:  Ascending Descending

Age: 4 Gender: F Priority Points: 100

Eligible For Part Day, Full School Day

Diate on Waiting List 2231/2015  Application Completed: Yes  Child Motes: Mone  Preference: 1st

Age: 4 Gender: M Priority Points: 100
Remove

Drate on Waiting List: 1/28/2016  Application Completed: Mo Child Motes: Mone  Preference: Unspecified

_ Age: 4 Gender: M Priority Points: 98

Remove

Diate on Waiting List: 2/31/2015  Application Completed: Mo Child Motes: Mone  Preference: Unspecified

Export List to Excel
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Recruitment
From the main Site page select Recruitment, or from a Site detail page select the Recruitment tab.

Answer all five questions on the Recruitment page. They are used to monitor ECEAP Performance
Standard B-100.

info | Classes || staft |[ Siets | waiting Lixt W

Text rezsponses must be less than 2,000 characters.

Drescribe your year-round recruitment procedures:

|1_E|||B LU= 22 £[Elz & s||e | @m=| Fomast  |[Fot || s -

In addition to providing infarmation for incoming students, the family support specialist visits the WIC office, the Community Health Care
near our center, People Center. We wark with foster placement caseworkers. The ECEAF fliers are posted atthe CS0 offices along with
the invitations to enrall that are mailed with the annual address labels provided by PSESD. Contactinformation is in the Bates course
catalog that is distributed quarterly throughout the county, and the Bates webhsite and the college reader board. We also recruit from
within the families that are currently enrolled and the housing complexes utilized by our families and the surrounding community.

Characters (including HTML): 677 (Limit: 2000), Words: 104

How do you ensure that you are recruiting and enrclling the chiliren most in need of ECEAP services within your service area?

@B [e 1]z =+ « Bz & s|[e =|[@m =|[roma -

| Font || Size -

Following the recommended ranking system prescribed by DEL, applications are collected from spring until the end of July to create
an applicant pool. (We continue to collect applications and prioritize them.) Qualified applicants, based on greatest need, are
contacted for enroliment appointments starting in August with 90% slots filled by August 31 holding the final 10% of slots until after the
first week of classes. Near the end of August we meet with Tacoma School District Head Start and EGEAP and reviewthe children that
need slots based on most need.

Characters (including HTML): 567 (Limit: 2000}), Words: 91

This screenshot is continued on next page...
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Site Info page (continued)

‘What strategies do you use to recruit children who are homeless?
(G| [e 1]z =+ «[Ba & s|[= =

There are homeless shelters in the immediate downtown area-Phoenix House, Salvation Army, the YWCA, Tacoma Housing Authority,
Tacoma Goodwill, Nuestros Nings and the Tacoma Rescue Mission. The family support specialist visits the sites two or three times a
year so that program people are familiar with our name and services. We also are in contact with Catholic Community Services
personnel. Bates is involved parent education classes for family preservation with Catholic Community Services. The community
connections could be improved by more intentional meetings, but itis not always possible to add more meetings to people’s
schedules. We send a representative to the First 5 Fundamentals early childhood coalition meeting.

|Em§”Fcrmat -

|Fcnt v||5i2e-

Characters (including HTML): 742 (Limit: 2000}, Words: 109

What strategies do you use to recruit foster children and children receiving Child Protective Services (CPS) or Family Assessment Response (FAR) services?
(@[ [. 1][= =] =« [Ble a s|[= =

We keep contact with the casewarkers with whom we have established relationships. We offer wrap around childcare so the centeris
often a good choice for senvices. Staff have gained a reputation for warking well with children going through the stress of foster care.
Anexample, this fall we enrolled an ECEAP/childcare child that had been kicked out of three other childcare centers. The caseworker
has been so pleased with the child's progress we have had three other foster care children enroll. There is higher turn over as they
maove from foster care back home or into relative placement out of area.

|HEE§||FDrmat -

|Font -||Size-

Characters (including HTML): 615 (Limit- 2000), Words: 102

‘What strategies do you use to recruit children from families with the lowest income?
(&]|B[e 7][= = =z 2 a][= =

Being housed in a public building has a feeling of less judgement and more openness. | feel the community technical college has a
special role in offering early childhood education assistance programs. The family often needs strategies to become self sufficient and
the college has services and programs that build job skills. Physically coming to the campus each day develops the self identity of "I
could be a college student” The other element that helps us recruit the children from families with the lowest income is collabaration
with the Tacoma School District. When we have an gpenning we contact their main office and alert them, if they have a family an the
wait list that is of greater need than we do we offer the slot to that family first.

|[;]g;;§||Fnrmat -||ant -||5ize-|

Characters (including HTML): 770 (Limit: 2000}, Words: 120

L=l Cancel
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Adding a Class

This action can only be completed by an ELMS Contractor Administrator, ECEAP Director, Subcontractor
Contact/Manager, or a Site Contact/Manager.

To add a new class to ELMS, open the Locations & Class tab, click the Class button.

Locations & Classes

Select School Year: | 2015-2016 ¥
( Cantractor |Subcontractor| Site( | Class ] Current School Year

824 records found | Search For: | Search Advanced Search

O show Inactive >
Al Al A A Al A A
Class Name | Funding Site Name #of #of Lead Teacher Status
Model Assigned | Children
ECEAP Enrolled
Slots

Then click the + New Class button. This generates an Add New Class popup window. Answer each
question.

Add New Class E

Far School Year: 20152016

Contractar: —

Subcontractor: Select Contractor

Site Name: Select Contractor

Class Name: |

Date First Staffed for ECEAF: | f—

o

The Date First Staffed is the date that any ECEAP staff will start working in this classroom, such as the
date they start setting up the room for ECEAP.

Click Save to continue to the Class Info page which is explained below.

ECEAP ELMS Administrator’s Manual 37



Updating Class Information

Each year, by September 15, you must review and update your class information. To begin, select the
Class button from the Locations & Classes tab. You will see a list of your active classes. Check the Show
Inactive box if you’d like to see inactive classes.

To review and update pages, click on the links to the right of the class name.

ELM S Early Learning Management System

ECEAP ELMS Administrator’s Manual

Mews Child Locations & Classes Head Start Staff Monthly Report Admin Reports
Locations & Classes R
Select School Year: | 2015-2016 v
- el
k Contractor | Subcontractor | Site Current School Year
824 records found | Search For: | Search | Advanced Search
O show Inactive
Ay A A 4 £ A 4
Class Name | Funding | Site Name # of #of Lead Teacher Status
Model Assigned | Children
ECEAP Enrolled
Slots
e —
1000 E PartDay Barnes Center 14 18 Active Info Class Roster Staff, Slots & Ratio P
103ECEAP PartDay Wenatchee 15 15 Active M e T eI & Ratio D
104 P PartDay Wenatchee 18 18 Actve  Info  ClassRoster  Staf, Slofs & Ratio
ECEAF
LOIENT PartD. Wenatch 18 18 Acti Infi Cl Rost Staff, Slots & Rati
ECEAP art Day enatchee ctive nfo ass Roster Staff, Slots & Ratio
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Class Info

From the main Locations and Class page, select the Class button, and then select the Info link. See the
screenshot on the next page.

e For “Instruction and Adult Conversation Provided in...” select the class language or languages.
This is not all of the children’s home languages. Just include instructional languages.

e Select the ECEAP model for the class: Part Day, Full School Day or Extended Day.

O

There can only be one model per class in ELMS. If you have DEL permission to have two
models blended in one class, you create two classes in ELMS and email
elms@del.wa.gov with a request to “link” them.

Make sure the site has slots available for the model.

“Part Day” requires a minimum of 2.5 hours or 3 hours per ECEAP class session
depending on the date the slots were funded. There is a minimum of 320 or 360
classroom hours and minimum of 30 weeks per year.

“Full School Day” requires 5.5 to 6.5 ECEAP hours per day, at least 4 days per week
during the school year.

“Extended Day” requires 10 or more ECEAP hours per day, 5 days per week, year round.

e Complete all parts of the Class Schedule.

O
O

The yellow message at the top of the screenshot below is for information only.

Total Classroom Days means the actual number of days the class will meet this school
year, excluding holidays, vacations and conference days.

To complete Weekly Schedule, check the box for the first day the class meets each
week. Then enter the class start and end times. Then select additional days and the
hours will automatically fill in.

If you have different schedules for weeks A and B, select the Class Uses Alternating
Schedule button so you can enter both weeks.

e You will know it is complete when you see these three statements at the bottom of the Class
Schedule section:

O
O

Number of Weeks Planned for School Year
Average ECEAP Time Per Day

o Total ECEAP Hours Per Year (must be 320 or more)

e Click Save.

See screen shot on next page.
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Info H Class Roster H Staff, Slots & Ratio

ovided.

led.

pro

= Total ECEAP Hours cannot be calculated until class startiend dates, total classroom days, and any weekly schedule(s) are

pro
m = Total ECEAP Weeks cannot be calculated until class start/end dates, total classroom days, and any weekly schedule(s) are

Class Name: Dalphins

Instruction and Adult to Child Conversation Provided in:

Select one or more

[1+]

Select Classroom Funding Model:

Linked Classes (DEL Admin Only)

Link to Existing ECEAP . i
P g | Select an Option

Schedule
Class Start Date:

| mmidd/

Total Classroom Days: |:| {excluding school closure days)

Weekly Schedule

O Monday To
0O  Tuesday To
O Wednesday To
0O Thursday To
O Friday To

Mumber of Weeks Planned for School Year O

Class Status
Current Status: Active

m Cancel

Class End Date:

Link Classes

mmidd

Class Uses Altemating Schedule

View Status History li Change Status

You must complete this page before you can enroll children in this class in ELMS.
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Note the number of weeks, average class time, and total ECEAP hours are automatically calculated after

you click Save.

Weekly Schedule

05:00 AM

05:00 AM

05:00 AM

05:00 AM

Monday
Tuesday
Wednesday
Thursday
0O Friday
—

To

To

To

To

To

Mumber of Weeks Planned for Schocl Year 39
Average ECEAP Time Per Day 3
Total ECEAP Hours Per Year 385

11:00 AM

11:00 AM

11:00 AM

11:00 AM

\

_/

Inactivate a Class

If you will not use this class for the selected school year, click the Change Status button at the bottom of

the Class Information page. You cannot inactivate a class while there are children enrolled.

When a Class has more than one model - NEW for 2015

You must have permission from your DEL PreK Specialist before setting up a class with more than one
ECEAP model: Part Day, Full School Day and Extended Day. In ELMS, you create these as separate

classes then contact elms@del.wa.gov to request that we “link” them.
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Class Roster
From the main Class page select the Class Roster link, or from a Class detail page select the Class Roster
tab.

Here you see the list of enrolled children, with their ID, Name, Age, First Day Attended, Last Day
Attended, the ECEAP slot models they are eligible for, and their assigned Family Support staff.

From this page, you can open the Child & Family Updates pages, or transfer or exit a child.

News Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Locations & Classes = Class Children

SR—
Aberdeen School District 2015-2016

I_ Current School Year
A, West Elementary

L Mona PM
o [ Class Roster Daﬁ Slots & Ratio
S ————
[ Show all students who were enrolied in the class this schosl year
4 A A4 4 4
Child | Name Age | First Day Last Day Eligible For
D Attenged Attended
4 9Eo0Is NIA Part Day, Full School Day, Child & Family 5o bleation Transfer Eit ‘ﬁ
= Extended Day dates PR —
4 o015 NIA Part Day, Full School Day S;g‘jﬂt‘g Emiy T pplication Transfer Exit
Part Day, Full School Day, Child & Famity N §
4 WE2015 RIS Extended Day Updates Application  Transfer Exit
4 98015 NIA Part Day, Full Sthool Day SEE@&: amily  spplication Transfer Evit
4 9oP0Is NI Part Day, Full Sthool Day Sgﬂm‘i; amily  spplication  Transfer Evit
4 98015 NIA Part Day, Full Sthool Day Sggcaé: amily  spplication Transfer Evit
4 982015 Ni& Part Day, Full Sthool Day Sgﬂ;tt: amily  pplication Transfer Exit
Part Day, Full School Day, Child & Family S §
4 SMOF2015 RIS Extended Day Updates Application  Transfer Exit L
4 SHERDIS  NIA Part Day, Full School Day Sgﬂatt: amily  soiication Transfer Exit
4 aMTOMS MIA Part Day, Full School Day, Child & Family Annlication Transfer  Fxit| —
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Staff, Slots & Ratio
From the main Class page select the Staff, Slots & Ratio link or from a Class detail page select the Staff,
Slots & Ratio tab.

From the Staff, Slots & Ratio page, you add or remove classroom staff and set up the plan for
distributing slots in the class between your funding sources. This page also displays the Adult to Child
ratio. See below for details.

Assigning Staff to a Class

To add staff to a class:

e First, make sure you have the same number of "positions" as the usual number of staff in the
classroom. If you normally have one lead teacher and two assistant teachers at the same time,
create one lead teacher position and two assistant teacher positions. Click the blue "+ New
Position" button to start.

o When you first set up a new class, ELMS creates one Lead Teacher position.
e To add positions, click on the + New Position button. Follow the directions in the popup.

Class Roster ” Staff, Slots & Ratio ] \

Info |

Staff Assigned to Class

recom. |f you normally have cne lead teacher
r positions. Click the blue "+ Mew Position™

First, make sure you have the same number of "pesitions™ as the usual number of staff in the ¢
and two assistant teachers at the same time, create one lead teacher position and two assistant tea
button to start.

Then, add the correct names under each pesition. The enly time you add two names under a position is whe!
the same role (such as when you have a merning teacher and an afterncen teacher for a Full Scheel Day or
the light blue "+ MNew Staff” links to add names.

/0 people work in shifts to cover
ed Day ECEAP class). Click

Position Position is # of Staff in 2
Filled all Position + New Position
ECEAP
Hours?
(check if true)
=l Lead Teacher 0O 0 + Mew Lead Teacher Staff Remove Position
| Mo staff assigned to this position ... ]

Plan for Reserving Slots /

e After you assign all the positions you neegdse”add the correct names under each position.
o Click the light blue "+ New (Staff)" links to add names of staff.
o The only time you add two names under a position is when two people work in shifts to
cover the same role (such as when you have a morning teacher and an afternoon
teacher for a Full School Day or Extended Day ECEAP class).
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e This opens a pop-up where you can assign an existing staff person by following Step 1, or add a
new staff person by following Step 2. See screenshot below.

Select Staff

Instructions
Use this screen to add staff names to a position.

= Usually, you only a2dd cne name per positions.

» ‘You may add a second name to a position cnly when two people work in shifts to
cover the same role (such as when you have a morning teacher and an afterncon
teacher for a Full School Day or Extended Day ECEAP class).

There are two opticns:

1. Select a staff that has already been in ELMS and add the new staff assignment to

them.
2. Add a new staff to ELMS.

Once you have asscciated or added the appropriate staff, press the Close button.

1] If the person has already been added to ELMS, select them from the following dropdown list.

¥

Selecta Staff ..

If the person has not yet been added to ELMS, add them via the Add Staff page.
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e Be sure to click the Position is Filled all ECEAP Hours checkbox if there is someone present in
that position for all ECEAP hours/ELMS counts this position in the class’s Adult to Child Ratio.

Info H Class Roster ” Staff, Slots & Ratio ] I
Staff Assigned to Class
First, make sure you have the same gmber of "positions™ as the usual number of staff in the classroom. If you normally have one lead teacher
@ and two assistant teachers at the sage time, create one lead teacher position and two assistant teacher positions. Click the blue "+ New Position™
button to start.

Then, add the correct names undeff each position. The only time you add two names under a position is when two people work in shifts to cover
the same role (such as when you ave a morning teacher and an afternoon teacher for a Full School Day or Extended Day ECEAP class). Click
the light blue "+ Mew Staff™ links tff add names.

Position # of Staff in e
Filled all Position + New Position
ECEAP
Hours?
(check if true)
=l Assistant Teacher 0O o + MNew Assistant Teacher Staff Remove Position
| Mo staff assigned to th position ... |
=l Lead Teather 1 0O 0 + Mew Lead Teacher Staff  Remove Position
| Mo staff assigned to thig position ... |
=l Lead Teacher 2 @] 0 + Mew Lead Teacher Staff Remove Position
[ 1o staff assigned to thi\posttion ... J |

o If you have two Lead Teachers who “tag team” working different parts of the day, enter them
under one position. If teachers are there at the same time, enter them under separate positions.

e  You must indicate one Primary Lead Teacher by checking the box. There may be more than one
lead teacher for a class, but there can only be one primary lead teacher to support the ELMS to
GOLD data transfer. Others will be entered in GOLD as co-teachers.

Staff Assigned to Class

First, make sure ygu have the same number of "positions™ as the usual number of staff in the classroom. If you normally have one lead teacher
@ and two assistant Ichers at the same time, create one lead teacher position and two assistant teacher positions. Click the blue "+ New Position™

button to start.

Then, add the corrct names under each position. The only time you 2dd two names under a position is when two people work in shifts to cover
the same role (such as when you have a morning teacher and an afternoon teacher for a Full School Day or Extended Day ECEAP class). Click
the light blue "+ Nefv Staff” links to add names.

Position Position is # of 5taff in o
Filled all Pasition + New Position
ECEAP
Hours?
(check if true)
=) Assistant Teacher O D + Mew Assistant Teacher Staff Remove Position
Mo staff assigned to tRis position ...
=) Lead Teacher 1 0 1 + Mew Lead Teacher Staff Remove Position
Mame ‘mrhlag ezt ‘ Phone Number Email
Unassign Staff Swap Staff
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Removing a Staff Person from a Class

o  Click the Unassign Staff link.

When removing a teacher would cause the class to be out-of-ratio, you must first add a new

°
teacher before removing the former teacher.
Position Position is # of Staff in e
...................... Filled all Position + New Position
ECEAP
Hours?
({check if true)
1=l Assistant Teacher 0O 1 + MNew Assistant Teacher Staff  Remove Position
Is Primary Lead
Hame Teacher? | Phaone Number | Emil
] Unassign Staff ap Staff
=l Lead Teacher 1 O 1 + Mew Lead Teacher Staff Remove Position
Is Primary Lead
Hame Teacher? | Phaone Number | Emil
_ D Unassign Staff Swap Staff

Removing a Position

e To remove a Position for a class, click the Remove Position link

Position Position is # of Staff in o0
...................... Filled all Position + New Position
ECEAP
Hours?
(check if true)
1=l Assistant Teacher 0O 1 + New Assistant Teacher Stﬁ Remove Position
Is Primary Lead s —
Mame Teacher? | Phone Mumber | Email |
[ ] Unassign Staff Swap Staff
=) Lead Teacher 1 0O 1 + Mew Lead Teacher Staff Remove Position
Is Primary Lead
Mame Teacher? | Phone Mumber | Email
s O Unassign Staff Swap Staff
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Swapping Teachers Between Positions
To switch a lead teacher with an assistant teacher (usually when they were entered incorrectly):

o
o Click Swap Staff next to the name of one of the people.
o Select the person you wish to swap them with when prompted.
Position Position is # of Staff in e
""""""""""" Filled all Position + New Position
ECEAP
Hours?
(check if true)
Iz Assistant Teacher O 1 + Mew Assistant Teacher Staff Remove Position
Is Primary Lead
MName Teacher? | Phone Number | Email |
[ ] Unassign Staff Swap Staff
e
=l Lead Teacher 1 0O 1 + Mew Lead Teacher Staff Remove Position
Is Primary Lead
MName Teacher? | Phone Number | Email
— D Unassign Staff Swap Staff
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Plan for Reserving Slots
This section shows whether this class is only for ECEAP children or blended with children funded by
other sources. It also calculates your Adult to Child ratio for the class.

1. On the first line, enter the number of ECEAP children for this class for the ECEAP model you
selected for the class. On this line, count only those who do not have IEPs.
2. On the second line, enter the number of ECEAP children who have IEPs.
3. Onthe remaining lines, enter your best estimate of other children who will be in this same class.
You will update the actual numbers in the ELMS Monthly Report after classes begin.
4. Click Save.
5. The Total Children in Class and the Adult to Child Ratio will automatically calculate. If the ratio
isn’t correct, ensure that:
o All classroom staff are assigned (see the section just above).
o “Position is Filled all ECEAP Hours” is checked when appropriate.
o Staff who are present for all class hours each occupy a different position.

Plan for Reserving Slots

Number of ECEAP-only Part Day Children

o

Number of ECEAP Part Day Children with IEPs

=)

Number of Non-ECEAP Children Funded by Special Education

[==]

Number of Head Start Children

Number of Non-ECEAP Preschoaol Children Present for ECEAP Hours Only

[=]

Number of Non-ECEAP Child Care Children Present for ECEAP Hours and L onger

(=)

o

Total Children in Class 0
Adult to Child Ratio N/A

[ Save ][ Cancel ]

NOTE: If you attempt to add slots to a class before adding them to the site, you get a message like this:

m Your ELMS Administrator must enter slots for this site before you can add more class slots. Total Part Day slots assigned
0 to the site: 0. Total already allocated to classes: 0.

m You have unsaved changes on this page. (show changes)

ECEAP ELMS Administrator’s Manual 48



Adding, Editing, or Removing Staff in ELMS
All supervisors can add staff to ELMS. Only ELMS Administrators can approve ELMS access for staff.

Supervisors and ELMS Administrators should ensure that staff records are up to date and that each staff
person has the correct access.

There are two different types of staff in ELMS:
e  Staff listed in ELMS
e Staff who are ELMS users.

DEL recommends that you schedule time before enrollment begins each year, and again at the start of
the school year, to review staff in ELMS:

e Add any new staff.

e Confirm names of staff who are contractor, subcontractor, or site contacts.

e Unassign classroom staff who are no longer present.

e Disassociate ELMS access for staff who are no longer present (only ELMS Administrators can do

this).
e Check that ELMS Roles are correct for all staff.

Staff Roles in ELMS
The first step is to determine the correct ELMS Role for each staff person. A person’s ELMS Role
determines what they can see and do in ELMS. Getting this right is very important for managing the
security of child and family information in ELMS. Please note:
e The name of the role may not match their job title.
e A person may have more than one ELMS role.
e For example, you may have staff with the job title ‘Family Advocate’ who determine if children
are eligible for ECEAP and enroll them in classes, and also provide family support services. These
staff would need the ELMS Roles of Family Support Specialist and Eligibility/Enrollment Staff.

ELMS Administrator Role
This role must be assigned by DEL. Email elms@del.wa.gov to request it. This is the person who can
enter data in almost every field of ELMS and who helps other staff understand and use ELMS. This role
should be limited to trained, technologically-advanced users who can maintain a high level of
confidentiality. This role can:

e Complete all child tasks — prescreens, applications, waiting lists, enroliment, exits, bulk updates,
and Child and Family Updates.
Enter and update contractor, subcontractor, site and class information.
Add and edit staff records; request, approve, or delete ELMS access.
Complete, edit, and submit monthly reports.
Manage user roles in the Admin tab.
e Enter custom priority points for children’s environmental risk factors.
e Remove duplicate child records
e \View reports.
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ECEAP Director Role

This is the person identified by and regularly in contact with DEL as the director at the ECEAP contractor

level. This role can see most of ELMS, and can complete all tasks in ELMS except for some specialized
tasks in the Admin tab. This role can:

e View child records.

e Enter and update contractor, subcontractor, site and class information.

e Add and edit staff records; request ELMS access for staff.

e Complete, edit, and submit monthly reports to DEL.

e Enter custom priority points for children’s environmental risk factors.

e View reports.

ECEAP Child Development/Education Manager Role
This person works at contractor level for some larger ECEAP contractors. They oversee the classroom
component of ECEAP. If they have ELMS access, they can:

e View child prescreens, applications, and Child & Family Updates for all children.

e \iew contractor, subcontractor, site and class information.

o View staff records.

e \View reports.

ECEAP Family Support Manager Role

This person works at contractor level for some larger ECEAP contractors. They oversee the family
support component of ECEAP. If they have ELMS access, they can:

View child prescreens, applications, and Child & Family Updates for all children.

View contractor, subcontractor, site and class information.

View staff records.

View reports.

ECEAP Health Manager Role
This person works at contractor level for some larger ECEAP contractors. They oversee the classroom
component of ECEAP. If they have ELMS access, they can:

e View child prescreens, applications, and Child & Family Updates for all children.

e \iew contractor, subcontractor, site and class information.

o View staff records.

e View reports.

Subcontractor and Site Contact/Manager Role

This role is for the supervisors in charge at an ECEAP site or for an ECEAP subcontractor. This role can:

e View child prescreens, applications, and Child & Family Updates.
e Create and update sites and classes.

e Add and edit staff records; request ELMS access for staff.

e Complete, edit and submit class and site-level monthly reports.
e \View reports.
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Eligibility/Enrollment Staff Role
This role must be added for any person, except the ELMS Administrator, who manages child eligibility
and enrolls children in classes. Persons in this role may work at the site, subcontractor, or contractor
level. This ELMS role allows a person to:
e Complete all child tasks — a prescreens, applications, waiting lists, enrollment, exits, bulk
updates, and Child and Family Updates.
e View specific reports.

Family Support Staff Role
This role is for staff who work directly with families to provide family support services. This role is always
entered into ELMS at the Program Wide (Contractor) level, but access is limited to the children assigned
to each family support staff at the time of child enrollment. If the person in this role has ELMS access,
they can:

e View child prescreens and applications for their assigned children.

e Enter information in Child and Family Updates for their assigned children.

e Complete and submit class-level monthly reports.

ECEAP Health Advocate Role (formerly “Health Direct Services Staff”)
Staff in this role work directly with families to coordinate children’s health care services. This ELMS role
allows a person to:

e View child prescreens and applications for their assigned children.

e Enter Child and Family Updates.

e View health reports.

Lead Teacher and Assistant Teacher Roles
Staff in these roles work at the class level. If they have ELMS access, they can:
e View child prescreens and applications for their assigned children.
e Enter Child and Family Updates.
e Enter class information, such as the class schedule. If they use ELMS, they may enter child
notes, enter the class schedule, enter class information in monthly reports, and enter
developmental screening and parent-teacher conference information.

Roles that do not have ELMS Access
You can enter names of staff with the following roles in ELMS, but they do not currently have access to
ELMS:
e Dietitian
e Health Professional
Mental Health Professional
Other Classroom Staff
e ECEAP Staff — Other (cannot be combined with any other ELMS role)

If a person in one of these roles needs access to ELMS, please assign them an appropriate ELMS role
from the list above. For example, you may need a health professional to also have the ELMS role of
Health Advocate, if they need to view or enter health data for children, or view health reports.
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Add Staff from Staff Tab

Follow these steps to ensure that we do not list the same person more than once in ELMS.

1. First, determine if the staff person is already in ELMS, by using Search for Staff. You can search
by entering all or part of the staff name, or by selecting a subcontractor, site, or ELMS Role.

2. If the correct staff record appears, click on Edit to add, delete, or change a role. See Staff
Member Details below for tips.

3. If the person’s name does not appear, click on the Add Staff Member button.

Thanks for following these steps to prevent duplicate staff records.

Mews Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Search

Staff » Search

Add or Search for Staff

Select School Year: | 2015-2016 ¥
Current School Year

ez )

Name:

Frogram Type: ECEAP S
Contractor: All Contractors v
Subcontractor: v
Site Name: v
Rale(s) - Click here for definitions:

Duplicate Staff Records:
If you notice more than one staff record in ELMS for a person, please email elms@del.wa.gov to resolve

this.
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Add Staff from Location Pages
You can also add staff from the applicable Contractor, Subcontractor, Site or Class landing pages within
the Locations & Classes tab.

MNews Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Locations & Classes » Contractor Staff

Select School Year: | 2015-2016 v
Aberdeen School District Current School Year

Info H Subcontractors ] ies [ Staff ] S|ES Service Areas
O —

Management Staff

If you use this option, you will:
e First, determine if the staff person is already in ELMS. To do this, type the person’s name into
the dropdown list.
o If they are not on the list, continue to step 2 and click the link to the Add Staff page.

Select Staff

IT the person has already been added to ELMS, select
ﬂ them from the following dropdown list.

[I'\

taff v

[¥5]

If the person has not yet been added to ELMS, add
them via the Add Staff page.

@ Instructions
This screen allows you to associate staff to an

organization and specific role.
There are two options:

1. Select a staff that has already been in ELMS
and add the new staff assignment to them.
2. Add a new staff to ELMS.

Once you have associated or added the
appropriate stafi, press the Close button.

Close

Click the Close button to close the popup and return to the location’s Staff page.
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Add New Staff to ELMS
When you click the “+ New Staff” button on the Staff tab or on a Contractor/Subcontractor/Site Staff
page, you see the popup below.

Enter the new person’s name and click Save to begin creating a staff record.

Add New Staff to ELMS E
Before starting a new staff record, use Staff Search to
(i’ determine if the person is already in ELMS.
First Namel
Last Namel
0 conce

If the name you enter is the same as an existing person in ELMS, you will be asked to:
e Use Staff Search to locate the original record.
e If the person you are adding is already in ELMS, click the Edit button next to their name and add
their new roles.
e If the person you are entering is not already in ELMS, click Add New Staff and continue with the
steps below.
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Add ELMS Login Access to Staff

Enter Date of Birth and email address. If the staff has a STARS ID, please enter that, as
well.

If an existing account is found in the DEL Portal, you will be prompted to associated this
staff member with that account. If more than one account is found, you will need to contact
DEL to resalve the conflict. If not accounts are found, you will be prompted to add a new
account for this staffinto the DEL Partal.

Maote: When using an email address, please discuss with the staff prior to choosing an
email address. The staff may prefer to use a personal email address or other email
address as opposed to their workioffice email address.

Mote: You have to either enter information in section 1 that is email address and date of
birth or stars id in section 2, you can not enter information in both sections.

First Name: Example

Last Name: Person

‘I]D Date of Birth:

Email Address:

|

Please fill out this fisld.

Yerify Email
Address:

2}) STARS ID:

o
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When you save a person’s name on new staff record, or open an existing staff record, you see the page
below.
e If you are adding a new staff member, the form will be blank except for the name that you
already entered.
e If you are editing an existing staff member, you will see the currently assigned roles and
whether or not each role has ELMS access.

Staff » Edit Staff

Edit Staff

Select School Year: |2015-2016 v
Current School Year

Contact Information

General Information

First Name: Example Address’
Last Name: | e
b4
Job Title: WA
Email - Office 4
< Login Information ) Remove Login Access
EEETIEN example@elms.org Email - Personal Y4
Date of Birth: DB/0R/1988 Phone - Office K
Email: example@elms org Phone - Personal ®

B8 cence
< ELMS Roles > Click here for role definitions,

Mo ELMS roles ..

This page has four sections:

General Information
e You may enter name changes here.
e The “Job Title” field is optional.

Contact Information:
You may choose to enter an address. Click the “+ New Contact Info” button to enter phone numbers or
email addresses.

e Itis optional to enter contact information, except for ECEAP Directors for whom you must enter
work and personal email addresses and phone numbers. This allows DEL to reach directors in
case of emergency.

e Any contact info you enter will display on this page.

e Phone numbers and email addresses will also display on the Staff lists in the Locations and
Classes tab.
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Login Information:

e Skip this section is if this person will not have ELMS access.

e |[f this person has a DEL Portal account set up to access ELMS, their login information will appear
here.

o If this person needs access to ELMS, start by clicking the blue “Add Login Access to ELMS”
button. Enter their date of birth and email address in the popup. The STARS number is optional.
Click Save.

o You must use the actual birth date, so ELMS associates with the person’s other DEL
Portal accounts such as MERIT.

o Use the email address this person will use for all ELMS communications. If the person
already has another DEL Portal account such as MERIT, the ELMS email must be the
same as their primary email address in MERIT. If you enter a conflicting staff name,
email address, or birthdate, you may receive a message that they have an existing
account and you cannot add another. In this case:

=  Make sure you entered accurate information.
= Ask the person to update their MERIT account to use the same email.

e Once alogin is established, you will be allowed to assign ELMS access by role and location, in the

steps below.
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ELMS Roles
On the bottom of this page, you can view all roles and locations assigned to this person. When roles are
entered here:

They may also display on the appropriate Staff pages in the Locations & Classes tab.
You have the option to add ELMS access for any role/location.

Staff » Edit Staff
Select School Year: | 2015-2016 7 |

Edlt Staff Current School Year
General Information Contact Information + New Contact Info
First Name: I Example | Address: | 1234 adbn blvd rd av st In way |
Last Name:
I Person | | | X
Job Title: | | | City Town | WA [ 99999 |

Email - Office | example@email.net |x

Login Information Remove Login Access

Usemame: example@elms gov Phane - Office | (555) 555-6555 %

Date of Birth: 0a/0g/13a8 L=l Cancel
Email:
ELMS Roles Click here for role definitions. + New Role
A 4 4 4

Job Role Program | Locationis) Has Access to ELMS?
Eligibility/Enroliment Staff ECEAP Aberdeen School District  Yes Edit Delete Remove ELMS Access
Family Support Staff ECEAP  Aberdeen School District  No Edit Delete Request ELMS Access
Health Advocate ECEAP  Aberdeen School District  No (Pending Add) Edit Delete Approve Reject Pending Action

Impersonate
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Add a New Role

Click the blue “+New Role” button. The popup window below appears.

e P T

| Add New Role to Staff

Fole: Select an Option

M Cancel |

Select a role from the dropdown list.

e Some roles have different levels. For example, if you are entering Eligibility/Enrollment Staff, be
sure to select it under the correct level — Contractor, Subcontractor, or Site — so the person can
only view the children you intended.

e You cantype into the field and it will narrow the dropdown selections to match what you have
typed. See the example just below.

P P TP

Ly

Add New Role to Staff

Role: Select an Option

elig

Job Title: Subcontractor

Login Infor g
This staff do

Eligibility/Enroliment Staff

ELMS. Eligibility/Enrollment Staff

Q

g Program Wide (Contractor)
il Eligibility/Enroliment Staff

o

-

1:hi1

ECEAP ELMS Administrator’s Manual

59



Once you have selected a role, select the location(s) for that role.
e You can type a word or part of a word into the field to narrow down the list and find a desired

option.

e You may select multiple locations using this dropdown. This allows you to set up the same role

at multiple locations at once, which may be useful with class and site level roles.

L =Wty oy

Add New Role to Staff

1o

= You have unsaved changes on this page. (show
changes)

Location(s)| [ E|ma School District %

1 Hopkins *

Role: Eligibility/Enroliment Staff

Hoguiam - Lincoln School *

[ Save ][ Cancel ]

Click Save to add those roles to this person.

Click the blue “+New Role” button again, if you want to add another role.

Request ELMS Access:

Once Roles and Login Information are both saved, you may request ELMS access for any of the roles.
e To do this click “Request ELMS Access” on the far right.

ELMS Roles
Click here for role definitions.
| Job Role Program | Location(s) Has Access to ELMS? |
Eligibility/Enroliment Staff ECEAP Hopkins Yes Edit Delete Remove ELMS Access
ECEAP ContactManager ECEAP  Hoguiam-Lincoln School  No (Pending Add) Edit Delete Approve Reject Pending Action
ECEAP ContactManager ECEAP  Hopkins No Edit Delete Request ELMS Access
Eligibility/Enroliment Staff ECEAP  McCleary School District Yes Edit Delete Remove ELMS Access
Eligibility/Enroliment Staff ECEAP  Hoquiam - Lincoln School  Yes (Pending Removal) Edit Delete Approve Reject Pending Action

e If you are an ELMS Contractor Administrator, click “Approve” to grant ELMS access.

e If you are not an Administrator, notify your ELMS Administrator that this is ready for approval.

e ELMS Administrators may view all Pending requests at any time on the Admin > Users > Pending

page.
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Remove ELMS Access:
e C(Click “Remove ELMS Access” on the far right, if you’d like to remove ELMS access for a role.
e [f you are an ELMS Contractor Administrator, click “Approve” to grant ELMS access.
e [f you are not an Administrator, notify your ELMS Administrator that this is ready for approval.

Editing Roles:
e C(Click “Edit” to modify an existing role.
e This will give you the option to change or add more locations to that role.

Deleting Roles:

e Click “Delete” to remove a role from the staff person.

e Ifaroleisset upin multiple locations, you must delete the row with each location separately.

e NOTE: If you see the red message: “There is a class dependent on this staff member. You will not
be able to remove this staff member from a dependent class,” it means this person is counted in
the adult:child ratio for a class. The class would be out of ratio without them. You must add new
staff to the class before you can delete this person’s classroom role. You can, however, add
more roles for this person.

Year-to-Year Staff Roles
You can always find a staff person in Staff Search, regardless of which year they were entered. If the
person is already in ELMS for any year, do not use the “+ New Staff” button to add them again. You may
set up their roles separately by year.
e All staff roles automatically go forward to the next school year, on April 1* of each year. You
must delete the roles in ELMS in the second year, if the person is no longer in that role.
e Contractor level staff can always view past years of ELMS data. Other staff can only view the
years they were present.
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Admin Tab

Users

In the Users tab you can view who has ELMS access and manage the status of their access.

Pending Roles
The Pending Roles page shows ELMS access requests that have not yet been approved.

For each person, click “Approve” or “Reject” to add or remove their ELMS access.

If you approve ELMS access for a person who already has DEL Portal access for another ELMS
role, or for MERIT or ESIT, they can begin using ELMS immediately. They will now show up on
the ELMS Admin>Users>Active page.

If you approve ELMS access for someone who has not yet used the DEL Portal, they will receive
an activation email and must follow the instructions. They will now show up on the ELMS
Admin>Users>Activated/Waiting for User Response page.

Activated/Waiting for User Response
This tab lists of all staff who have received an ELMS account activation email, but have not yet
responded to activate their account.

From this page you can:

See the date the last activation email was sent.

Click “Send Activation” to send an activation email and with a temporary password. This
password will expire after three days.

Click “Edit” to go to the Edit Staff page for this user.

Click “View Locations” to see which subcontractors, sites or classes this user has ELMS access
for.

Active Users
This tab lists all current ELMS users for your ECEAP contractor.

From this page you can:

View each person’s ELMS user name, roles, and activation date.

Click “Inactivate” to make the user’s ELMS account inactive. They will still have their roles in
ELMS, but will not have ELMS access.

Click “Reset Password” to send an activation email and reset with a temporary password that
will expire in three days.

Click “Edit” to go to the Edit Staff page for this user.

Click “View Locations” to see which subcontractors, sites or classes this user has ELMS access
for.

Inactive Users
This tab lists former ELMS users who no longer have active ELMS access.
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Customize Priority Points - Optional
ELMS Administrators can complete this task.

ECEAP Contractors may prioritize eligible children by:
e Using the standard priority points built into ELMS, or
e Customizing the environmental risk factor section of the priority points built into ELMS.
o Thisis an optional activity in the Admin tab of ELMS.
o Priority points must be the same for all sites for an ECEAP contractor. You cannot
customize ELMS separately by site or subcontractor.

Customize Priority Points by September 15 for the school year:
1. Click the Admin tab.
2. Click the Priority Points link.
3. Choose an item on the list and click the blue number in the Custom Point Value column.
4. Enter a custom point value. Please note that ELMS will only count 25 risk factor points for a
child, and will disregard any points past the total of 25.
It is optional to enter a reason. Use this field to communicate with DEL.
The changes save automatically.
7. Your changes will update all children entered in Prescreen, Application, on a Waiting List,
Enrolled in a class, or enrolled then Exited for the current school year.

o w

News Child Locations & Classes Head Start Staff Maonthly Report ( Admin ) Reports
Users Priority Points Merge Staff Remove Duplicate Records 551D Management Child Data Extract DEL Only

Admin »  Priority Points
Select School Year: | 2015-2016

Priority Point Assignment curent Schoal Vear

Flease make any customizations to priority points prior to 9/15. The information an this page locks on 89/15; DEL must be contacted for any changes after that date.

‘When changing priority point customizations, all children who have never been enrolled will have their priority points recalculated using the updated information
entered on this screen.

Environmental Factor DEL Point Custom Point Reason to Override DEL Points

Value (Optional)

Child had low birth weight (<5.5 pounds) 1

Child has a chronic health condition (diabetes, asthma, seizures etc) 2

Child has a parentwho is incarcerated 2 2

Child has limited English language 4 4

Child has no dental coverage 1 1

Child has no dental home 1

Child has no medical coverage 1 1

Child has no medical home

Child has suspected developmental delay or disability, no IEP (per parent or staff) 1 1
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Child Data Extract NEW!

ELMS Administrators, Directors and Subcontractor Contact/Managers can use this..

The Child Data Extract provides you with a tool to export data for all children who have enrolled.

The extract works similar to a report. First select the School Year(s) and Location. Then select the
Output Format you would like to receive the data in and enter a Name for your file. Click Save to
generate the extract, then Open or Save your document.

Admin

Select School
ear(s):

News Child Locations & Classes Head Start Staff Monthly Report Admin Reports

Users Pricrity Points Merge Staff Remove Duplicate Records 351D Management Child Data Extract DEL Only

= Child Data Extract

Child Data Extract

Select Location:

Select Output | CSV (Comma Separated Values) / Microsoft Excel
Format:

Mame Your File: I

((save ][ cancel |

The extract includes a separate line for a child for each time they enrolled. It displays:

Child ID (from ELMS)

Child First, Middle, & Last Name

Address, City, zip code, county

Child date of birth

Gender

Race

Ethnicity

Primary home language

Family annual income, family size, and FPL

Specific income sources: Child-only TANF, family TANF, SSI
IEP

Homeless

School District

ECEAP Contractor, Subcontractor, Site, Class & Teacher
Class start date, last day in class, total calendar days enrolled
Family support staff name

Parent employment & training hours

How family found out about ECEAP
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ELMS Reports

ELMS has several reports for your use. These are available on the Reports tab.
To view each report:
e Select the school year.
e Enter other parameters as needed, to refine your report.
e Click Run Report.
e Once the report is open, you can click this icon at the top of the page, to export a:!;, -
the report to Excel or create a pdf to save or print.

Child Demographics - Characteristics of children and families enrolled in ECEAP

Child Record Summary - Enrollment, health, child development and family information for an individual
child.

Class List - Class names and characteristics.

Class Roster - Child names, birthdate, first language, parent name and contact information, with space
for staff to add notes.

Class Summary - Class details for one class or compiled by site, contractor, or state.
Developmental Screening - Children's development screening dates and results.

Directors Roster - ECEAP contractors, funded ECEAP slots, directors, contact information and counties
served.

Enrollment by Child - Lists children with their age, poverty level, IEP status, priority points and first and
last days attending class.

This report includes children who have started class and children with an expected start date in the
future. The "As of" date version of this report includes children with a pending exit or with an exit on the
"As Of" date. The "Cumulative" version of this report includes all children who exited during the
reporting period. Children who never attend class are subtracted from this report upon exit or transfer.

Enrollment Count - Count of enrolled children, with age, IEP and over income status.
This report includes children who have started class and children with an expected start date in the
future. Children who never attend class are subtracted from this report upon exit or transfer.

Enroliment Maintenance - Date each class reached full enrollment and number of slots that have been
vacant for more than 30 days. For this report to be accurate, each child who is attending must have an
actual start date entered into ELMS, and children who never attended must be exited with the reason

“Never Attended.”

Family Support and Parent-Teacher Conference Minutes - Number of family support visits and total
parent-teacher conference minutes for each child.
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Health Monitoring - Number and percentage of enrolled children who met the ECEAP goals for medical
and dental homes, medical and dental coverage, exams and immunizations at any time during the
school year. This report is used for monitoring purposes and may not reflect a child’s current status. See
the Health Status by Child report to see each child’s current status for the purpose of supporting families
in maintaining child health.

Health Status by Child - Children's names with status of medical and dental homes, medical and dental
coverage, exams and immunizations.

Monitoring Dashboard - Overview of compliance with specific ECEAP Performance Standards for
enrolled children. Use this report for monitoring after classes have started.

Outcomes - Children's health and education outcomes, including pre- and post-data for all children
receiving 120 or more calendar days of ECEAP services during the selected school year.

This report is available beginning on July 11 for the previous school year.

Priority Point Distribution - Priority Points distribution of children who enrolled and attended class for
any length of time during the selected school year.

Service Areas - Neighboring ECEAP or Head Start providers for each ECEAP contractor and describes
service area boundaries.

Site Enrollment Contacts - ECEAP sites by city, with enrollment contact information.

Site List - Site names and characteristics.

Site Summary - Site details for one site or compiled by subcontractor, contractor, or state.
Subcontractor List - Subcontractor names and characteristics.

Waiting List Count - Child wait list counts aggregated by site, contractor, or statewide totals.

Waiting List Roster - Children who are currently on a waiting list, with pre-enrollment information.
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ELMS Assistance

For Assistance with ELMS, email eims@del.wa.gov.
e This is the only way to get in the queue for assistance.
e Send a description of your problem, what screen it happened on, and the steps you took just
before it happened.
e Tell us the ID numbers of children, locations involved, or the names of staff with the problem.
This allows us to find the problem.
e |n some cases, it may be helpful to send a screen shot. See instructions below.

To create a screen shot:
e For PCs, In Microsoft Office 2010:
o Open the email or document you want to paste the screenshot to, and put your cursor
where you want the screenshot.
o Inthat document, on the Insert tab, click Screenshot, then Screen Clipping.
o Gotothe item you want to copy and select it.
o It will copy automatically to the location you chose in the first step.

e For PCs, for Microsoft Office 2007 and earlier:
o Make sure your screen has the page open which you want to copy.
o On your keyboard is a PrtScn key, usually located on the top right side of the keyboard.
= To copy the entire screen Press the PrtScn key.
= To copy only an active window, press the ALT key and the PrtScn key.
o This captures your screen to your clip board.
o Open a new message in your email and use the Paste function to paste the image.

e For Macs: Follow the instructions at the following link: www.printscreenmac.com/
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